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General Guidance

1.

IT goods and services as related to these instructions are defined by the list
provided at the following site:

http://www.vita.virginia.gov/scm/default.aspx?id=85

Once at this site, select VITA’s IT Goods and Service List.

In-scope goods and services are those identified in the above list by a “Y” in the “In-
Scope to VITA” column. Items with a “N” in the column are defined as out of scope.

For a copy of the VITA Hardware Standards go to the following site:

VITA: VITA Services Overview

The IT Consumables list is a listing of in-scope IT goods and services that have been
delegated to the agency for procurement up to $100,000. These goods can be
procured by the agency without coming through VITA. The IT Consumables list can
be found at the following link:

http://www.vita.virginia.gov/uploadedFiles/SCM/VITA IT Consumables List 7
611.pdf

Orders for in-scope IT goods and Services: VITA retains all procurement authority
for purchasing in-scope IT goods and services. All orders for in-scope IT goods and
services, with the exception of items on the IT Consumables List, must be entered in
eVA and routed to VITA for review and approval. Follow the below instructions in
structuring the order:

1. Select the appropriate eVA “V” PO Category at the requisition header.

2. The use of Pcards is not authorized for in-scope orders. If a Pcard is loaded to
your eVA account, uncheck the pcard block at the Add Title screen.

e Do not check the “Send to eProcurement” block on the Add Title Screen.
The eVA order will be created as a non-catalog order.

e The Vendor selected will be Virginia Information Technologies Agency
(VITA).

e The unit value of all items will be 0.
In the description field enter the specifications of the product or service
required. If there are lengthy specifications, attach them to the eVA
requisition.

o If there is a desired vendor, model, etc., provide that information in the
description or comments.
Attach any vendor quotes that have been obtained.

e Enter your agency’s “Bill To” address.
Complete and attach a VITA-Information Services Procurement Justification
Form (see Attachment A)

e Complete the remainder of the requisition in the same manner as other
requisitions for your agency and submit.


http://www.vita.virginia.gov/scm/default.aspx?id=85
http://www.vita.virginia.gov/services
http://www.vita.virginia.gov/uploadedFiles/SCM/VITA_IT_Consumables_List_7611.pdf
http://www.vita.virginia.gov/uploadedFiles/SCM/VITA_IT_Consumables_List_7611.pdf

The purpose of using the “V” PO category in the requisition is to route the requisition
to VITA. The use of the “V” PO category adds the below approvers to the standard
agency eVA workflow:

e Tech Compliance Review - Centralized review by VITA to determine whether
NG or VITA will fulfill the agency request.

e Business Review — Review by NG for pricing and sourcing.
e AITR Review - Review by the Agency Information Technology Resource to
approve the financial commitment by the agency.

All orders to VITA for in-scope goods and services must be received in eVA. See
section 4 below for detailed instructions.

Orders for out of scope IT Goods and Services: Agencies have been delegated
procurement authority for out of scope IT goods and services up to $100,000 and can
order these goods and services without routing the requisition to VITA. VITA retains
procurement authority for out of scope goods and services greater than $100,000.

The below rules apply to out of scope purchases of IT goods and services:

Out of scope orders less than $100,000 (Do not route to VITA):

Enter the appropriate standard PO category (Not “V” category)

Appropriate use of agency purchasing cards is authorized.

Enter the actual supplier as the VVendor.

Enter the agency’s “Bill To” address.

Enter the actual order dollar value.

Enter specifications of the product or service required in the description field.

Out of scope orders over $100,000 (All must be routed to VITA):

e Pcards are not authorized for these orders.
e Use the “V” PO category for each of the situations outlined below.
1. Non-contract out of scope orders over $100,000 (Procurement to
be conducted by VITA):
e Enter the “V” PO category.
Enter Virginia Information Technologies Agency as the vendor.
Enter the requesting agency’s “Bill To” address.
Enter the estimated dollar value of the requirement.
Attach specifications for the goods or services requested.
e Attach any available vendor quote.
2. VITA delegation of one time authority over $100,000 to the
agency:
o Agency conducts procurement through the IFB/RFP process.
o Award contract.
o Create eVA requisition to the successful vendor.
o Enter the “V” PO category to route the requisition to VITA for
review.
o Enter the agency’s “Bill To address.”
o Attach a copy of the awarded contract.
3. Out of scope orders from an existing contract:



Enter the “V” PO category.
Enter the actual supplier as the vendor.
Enter contract number in the contract number field.
Enter the agency’s “Bill To address.”
4. Out of scope sole source orders:
e Enter the “V” PO category.
o Enter the actual supplier as the vendor.
e Enter the agency’s “Bill To address.”
e Attach the approved sole source document.

4. Receiving Orders: All agency orders for in-scope IT goods and services must be
received in eVA by the agency. The actual order for the goods or services is placed
by VITA based on the request submitted by the agency using the procedures in
paragraph 2 above. Receiving on the original request by the agency provides VITA
with receipt confirmation so that receiving can be accomplished by VITA on the
actual order to the vendor. It also provides information to allow VITA to properly
time the initiation of billing to the agency, as appropriate

e When VITA places the order, the AITR and the person who created the
purchase request will be advised by an e-mail from the eVA ORDERS e-mail
account that the order has been placed and the anticipated delivery lead time.

e VITA places the agency purchase order number in the Attention section of the
“Ship To” address to assist the agency in cross referencing the VITA purchase
order number to the agency’s original purchase order number.

o If you cannot cross reference the purchase order number on the packing slip
documents from the vendor to your original agency purchase order number, e-
mail evaorders@vita.virginia.gov_for advice on the appropriate agency
order that matches the information received on the packing slip.

e Once the goods or services are inspected and accepted, receiving in eVA
should be accomplished by the agency receiver for the order.

e Upon completion of the receipt in eVA, e-mail evaorders@vita.virginia.gov
and advise that receiving is complete. Please note the vendor, EP#, PR#,
items received and any other information relating to the receipt.

e For orders (service requests) completed by Northrop Grumman, they will
issue a delivery ticket. The delivery ticket will reference the original agency
purchase order number and will request this information be passed on to the
agency receiver to complete the eVA receiving.

5. Purchase requests status requests: In-scope orders that are submitted with Virginia
Information Technologies Agency as the vendor will be placed with an actual vendor
by either VITA or Northrop Grumman. The entity placing the order can be
determined by checking the supplier contact on the original agency order.

e If the contact is VITA, VITA will be process the order. To request status send an
e-mail to evaorders@uvita.virginia.gov.

e If the contact is VITA(NG), the order will be s processed by NG. To request
status send an e-mail to vitapo@ngc.com.



mailto:evaorders@vita.virginia.gov

IT eVA Ordering Instructions with Screen Shots

The steps in the order creation process are displayed below and individual instructions

are provided for each slide.
Requisition Creation:

e To login go to www.eva.virginia.gov

s Total e-Procurement Solution

NEW! eVA Biling & Payment Portal Click Here!
Customer Care Invoice Explanation

Quick Links
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for the period beginning
October 1, 2006 -
Septemnber 30, 2007,

| Privary Statement | Helm | Site Man | eYA UAT & Trainina | Frerdam of Tnfarmatinn |

e Enter your assigned user name and password.

e Should you forget your password, note the link below the login that is used to request
password resets. Click on the button and follow the instructions for submission. You
will be sent an e-mail with a computer generated password. Copy and paste this into

the login screen and proceed.


http://www.eva.virginia.gov/
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Welcorne GillBuyer, Sandra June S, 2006 - 2:50 PM

T (VA Knowledge Center
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Latest eVA News: Future Procurements
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Portsl Horne Page The Data Warehouse load had an errar last night, so arders from May 31st will not appear on reports until tomarrow, June 3rd. .. Read More EP User cuid
ser Guide
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Select P

[ DPS Website
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£5 BuyesPublic
Revised g4 Business Plan, Ef Shop N OW

£ VendemPublic

£ Leam About ewa
The reviged eA Business Plan, effective July 1, 2008, has been approved and becomes effective July 1, 2006. This revised Plan applies to all executive branch

agencies and institutions. The revised Plan was provided to the Gavemor's Cabinet members on May . Read hore £ State Contiacts
3 Solicitations & Awards

3 VA KE Admin
E3 THOMAS SCIENTIFIC -New Punchout Catalog 3/20/2008 10:52.00 AM

Thamas Scientific has just implemented their new Punchout Catalog. For easy access click on Punchout Catalogs on the Add lterns Screen in your WA
Requisition, then type Thamas in the Keywards field and click search. .. Read hore

’ Mare eVA News

Hews Archive | Suppliers FAGS | Buyers FAGS | OPS Website | Buyers | Yendors | Learn about e¥A
YA KE Admin | State Cortracts | On-Line Bids | Award Hotices

e Click on Shop Now
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Toggle Tips

¥ To Do

Approve Requests 0 Approve ()~
Watch Requests 0

~ O—Receive

= Status
Comnposing 1
Submitted 0
Approved 0
Qeria 0

Status (O

O Explore

Create O

Zilleuyer, Sandra |ast visit 6/5/2008 2113 PM. eVA

Folders

Return to Portal

< Report
e System News
Reports
WELCOME eWi Buyer!
< Receive

Purchase Orde

< Reconcile Se'ect Requisition or e cmal after
Create to initiate creation [
process.

Gilleuyer, Sandra |ast visit 6/5/2006 2:13 PM. eWA Modeg 1996 - 2003 Ariba Inc.

e Click on requisition to start the process or click on Create and then it will open to the
choice of requisition and click requisition here. Either method works for starting the
process.



Toggle Tips

Shopping Cart Qg PR1429310: A7ILSTCC Infrastructure Order Test
Items: 0 Total: $0.00000USD
Add Title -
E Add Title
Add Items

Enter the requisition title and chanae one or more of the other requisition fields, if desired. If you are creating the requisition on behalf of another user, the user's accounting,
wer ! = ! |

Add Accounting Details shipping, and delivery information apply
How To Screen Detsils

Checkout
4 Title: A731STCC Infrastructure Order Tes
© oneshar o [GiBuyer, Samdre =]
Agency Cade: [Far  [select]
[ —rY Do not check
Po careao: o e the send to

DOC Reference Number: | ePrOCU rement

Contact Name: I
«— | block

Send ALL items to eProcurernent: [

Pre-Encumbrance Number:

Gilleuyer, Sandra |ast visit 6/5/2006 2:13 PM. eWA Moded 1996 - 2003 Ariba Inc,

At the Add Title screen, enter a title for the requisition that will allow you to locate
the requisition from a list in your Status box when searching for a requisition..

The use of pcards is not authorized for infrastructure orders. Remove the check from
the Pcard box.

Select “Vxx” PO Category. This will insert VITA approvals into the requisition
workflow. In addition, the V code will insert an approval for the agency AITR to
approve in eVA.

Do not check the Send to eProcurement block on the Add Title Screen above.
Click Next.

For VDOT, DEQ, TAX and DMV: At the above screen select the “On Behalf
Of” user set up for your agencies use, then follow the remaining basic instruction
in this instruction. For these agencies the “V” Code is defaulted for the selected
On Behalf user and all items, regardless of dollar value will be routed to VITA.



Orders for In-scope Goods and Services:

Toggle Currency

Preferences Toggle Tips

PR1429310: ATI1STCC Infrastructure Order Test

Items: 0 Total: $0.00000USD

Add Title E Additems

Add Items
Add iterns to your requisition from the catalog ar from your favorites aroups, You can also enter details for non-catalog items,
Add Accounting Details

Checkout
Qptions ™

Al Keywords:
Favorites: [- Recent Choices -«

845,644 iterns found

Contracts (7} PunchOut Catalogs (3)

Mandatory (2} Optional (5) Eunchout (3)

Apparel and Luggage and Personal Care Products (760} Building and Construction and Maintenance Services (13)

Clothing {7) Footwesr (1) Luggage snd handbags snd packs snd cases (204) ... Building support snd maintenance and repsir services (13)

Chemicals including Bio Chemicals and Gas Materials (10) Cleaning Equi 063

Additives (1) Colorants (9) Clzaning and janitorial sugghes (1150) Industma\ laundry and dry clesning equipment
(1) Janitorisl equipment (550)

Commercial and Military and Private ¥ehicles and their Accessories and [ ications and C i and Peripherals and C:

Components (1) and Supplies (26372)

Hotor vehicles (1) Communications snd computer supplies (577) Hardware snd accessories (25638)

Software (157)

Defense and Law Enforcement and Security and Safety Equipment and Supplies  Distribution and Conditioning Systems and Equipment and Components (108)
48

(1489) Fluid and gas distribution {15) Heating and ventilaton and air circulation (58) =
Fire protection (14) Law enforcement (915) Light weapons and ammunition (58) ... Industrial filtering and purification_ (34} ...
Domestic Appliances and Supplies and Consumer Electronic Products (662} Drugs and Pharmaceutical Products (34)

and table and kitchen linen and towels (10) Consumer electronics {454) Central nervous system drugs () ous drug cateqories (28)
Domestic appliances (21) ...

Editorial and Design and Graphic and Fine Art Services (26) Education and Training Services (119)

Advertising (1) Graphic design (%) Professional artists and performers (1) ... Educational facilities (78) Specialized educational services (1) Vocational trainin:
(40}

Electronic € and ies (1) Environmental Services Servltes (44)

Diodes and transistors and d devices (1) Environmental manag t (18) Environmental protection (2) Pollubants tracking and
monitoring snd rehabilitstion services (3)

Farming and Fishing and Forestry and Wildlife Contracting Services (4) Farming and Fishing and Forestry and Wildlife Machinery and Accessories (6)

Horticulture (1) Land and soil preparation and management and protection (2) Water Aaricultural and forestry and land: rmachinery and equiprment (6)

resources development and oversight (1)

Financial and Insurance Services (3) Food Beverage and Tobacco Products (157)

Accounting and auditing (23 Development finance (1) Bakery products (15) Beversges (73) Dairy products and sags (7)

Fuels and Fuel Additives and Lubricants and Anti corrosive Materials (22) Furniture and Furnishinas_ (5620}

Fuels (3) Lubricants and olls snd aresses and anti corrosives (19} fAccornrodation furniture (3063) Commercial and industrisl furniture (2557)

Healthcare Services (3) Industrial Cleaning Services (6)

Cormprehensive health services (1) Medical practice (2) Cleaning and janitorial services (4) Refuse dispossl snd treatment (1) Toxic and
hazardous waste ceanun (1)

Industrial Manufacturing and Processing Machinery and Accessories (641) Industrial Production and Manufacturing Services (&)

Industrial food and beverans equipment (2) Lapidary machinery and equipment (8) Machining and processing services (4) e of electrical qoods and precision

Metalworking machinery and and supplies (631} instruments (2) Metal and mineral industries (1) ..

Laboratory and Measuring and Observing and Testing Equipment (137) Lighting and Electrical Accessories and Supplies (318}

Heasuring and ohserving and testing instrumerts (137) Lamps and lightbulbs and lamp components (236) Lighting and fixtures and sccessoriss
[EE) ad

e All in-scope goods and services should be created as Non Catalog item.
¢ Do not put in-scope and out-of-scope terms on the same requisition.
e Click on Create Non Catalog Items.

10



Add Title

Add Items

Add Accounting Details

Checkout

Toggle Tips

PR1429310: ATI1STCC Infrastructure Order Test

Items: 0 Total: $0.00000USD
E1 Add Non-catalog Item

If you cannot locate an item in the catalog, request a non-catalog iter using the fields below, Non-catalog items may take longer to process because vour purchasing department
volved to complets the arder, Add the information before lsaving the soraen.

4 Full Description: [Ten standard Notebook Computers to support -]
additional staff. This is an incremental add to agency

MOU. Currently have Dell equipment and desire to |

*Commadity Code: [Computers, Motebook computers (NIGP 20454) =]  Supplier Auxiliary Part ID:
#Supplier: [Wirginia Infarmation Technologies Agency | Quantity: 10
South Seventh St Unit of Measure: each @
Supplier Part Number: [s2-000000s1 =
Contract #: $0.00000USD

*Contact:

* indicates required fisld

GillBuyer, Sandra |ast visit 6/5/2008 2:13 PM, e¥A Nodes

Avoid use of
Lot as Unit
of Measure

Non-catalog item orders can be created and entered from this screen.

How To Screen Details

Update Total

Caneel

1996 - 2003 Ariba Inc,

Enter a full description. This field limited to 256 characters. Attachments can be
added for lengthy descriptions or specifications. If you have a preferred model,
vendor, etc., enter that information in the description, comments block or as an

attachment.

A commodity code must be entered. Click on the down arrow, search by word

description.

Click the down arrow for Supplier and select Other. In Search type in “Virginia
Information%? and click Search. Select Virginia Information Technologies Agency —

Infrastructure. The % sign is used as a wildcard in the search engine.
Add any available supplier part number identification as appropriate.
Enter the Contract number if there is an existing contract for the item
Insert a quantity.

Enter the price as zero. The actual price will be determined by VITA during the

review process.
Click on OK and the item will be added to your requisition.
When complete, click OK to add the item to the shopping cart.

11



Preferences Toggle Tips

Add Title
Add Items
Add Accounting Details

Checkout

PR1429310: ATI1STCC Infrastructure Order Test

Items: 1 Total: $0.00000USD
Shopping Cart

These are the items vou have added to your requisition. You can edit, copy, or delete selected ling items, and add new line iterns, If you change any values, update the total,

To hide this screen in the futurs, click the check box; to show the screen again, reset the default preference.

How To Screen Details

Add ftems| | Hide Details

[ No. Type SR Solicit Description Oty Unit Price Amount
r Ten standard Notebook Computers to support additional staff. This is an incremental add to agency MoOU, -

i B i e e St are) i 6 S i Bl 10 e GIITTILED  (D0TTED

Supplier: Virginia Information Technologies Agency Ten standard Notebook Computers to suppart additional staff. This is an incremental add to

Contact: 110 South Seventh Street agency MOW, Currently hawe Dell equipment and desire to continue with Dell,

Comrmodity Code: Computers, Notebook computers (NIGP 20454)

Contract Number:

Bill To: Staunton Corrections| Center

Srmall Business:

Minority Owned Business: |

Woman Owned Business: [

Total Cost: $0.00000USD
Update Total

I~ Don't show this page again sfter sdding itsmis)(reset in preferences),

Gilleuyer, Sandra |ast visit 6/5/2006 2:13 PM. eWA Moded 1996 - 2003 Ariba Inc,

e Once the non-catalog screen was completed and saved, the above item was added to
the requisition. Do not enter in-scope and out-of-scope items on the same requisition.
e After adding all items, click Next.

12



Toggle Tips

PR1429310: ATI1STCC Infrastructure Order Test

opping Cart Qg
Items: 1 Total: $0.00000USD
Add Title . .
E] Add Accounting Details
Add Items
These are the accounting details for each line item. You can edit line item accounting details and split accounting for  line itzm (to create different accounting splits),
#dd Accounting Details HowTe Screen Details
Checkout [Accounting - by Line Item
<
b Iterns in this request: 1
No. Type SR Solicit Description Oty Unit Price Amount
1 = r Ten standard Notebook Computers to support additio 10 each $0.00000USC $0.00000USD
Fund: (no value)
Program¢Sub-Pragram; tne value)
Object: (no value)
Cost Code: tne valug)
Froject: tno value)
FIPS: 0790
YITA Agency Use: 731
Split Accounting

GillBuyer, Sandra |ast visit 6/5/2006 2:54 PM. evA NodeS 1996 - 2003 Ariba Inc,

The end user will verify or complete the agency accounting information for the
agency budgetary unit paying for the equipment.

The eVA system changes implemented for VITA adds additional fields for the
required VITA accounting data. These fields have been defaulted for the agency and
have been hidden from view except for the VITA Agency Use field for all agencies
and the VITA Department field for agencies that purchase for more than one agency
code.

VITA Agency Use Field: This is a free form field for the use by the agency at its
discretion. It is not a mandatory field and could be used by the agency to insert a
unique code for reconciliation of the VITA monthly bill.

Agency Ship To addresses can be accessed by clicking the down arrow by the Ship
To field. Select the appropriate address.

Click Next to proceed.

13



Accounting Data Example For Agency That Creates Orders For Multiple Agencies:

R | 5 s | e i e <
I

=] wPEe | [Lnks >

[ [ES [ treernet

&1 pone
B stare ||| G @ 050 || B inbex - teroe., | L1 ead vou sssis | & view Line e . v pase. . | B8 varae ageney ... | (=0 W] ot [ = ey

e This example is from the Department of Corrections. This agency buys for multiple
agencies and selects the appropriate agency from the Entity Code drop down box on
the Add Title screen.

e Ascan be seen from the screen above, the VITA Department field is shown with a
value in the field. This is the VITA Department code for the default agency code on
the Add Title page.

¢ If you change the default value for the Entity Code, it does not automatically change
the default value for the VITA Department. It does filter the VITA Department code
and only allows you to add the proper code through the select box (+).

e |f the default Entity Code is edited on the Add Title screen and the VITA Department
is not manually edited on the Edit Accounting screen, the transaction will be rejected
when it is submitted and you must go back and change the VITA Department code.

e IMPORTANT: The requirement to edit the VITA Department when you change the
default Entity code applies to all transactions, not just in-scope “V” coded
transactions.

14
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Toggle Currency

Preferences Toggle Tips

PR1429310: ATI1STCC Infrastructure Order Test

Shopping Cart Qg

Items: 1 Total: $0.00000USD
Add Title

El checkout
Add Iterns

Rewigw your requisition, rake changes as necessary, and submit the request for approval,
Add Accounting Details How Ta Screen Details
Checkout

[ Summary \, Approval Flow \

Title: IAT313TCC Infrastructure Order Test

on Behalf of; [Gillbuyer, Sandra =]

Agency Code: [F3r [ select]
Fiscal Year: eooe [select]
PO Category: [wrt [selest]
DOC Reference humber:

Contact Name: |

Send ALL items to eProcurement: [

Pre-Encumnbrance Number:

Line Items Add items] | Hide Details
™ No. Type SR Solicit Description oty Unit Price Amount
- Ten standard flotsbook Camputers to suppart additional staf. This i an incramental add ta ageney  [rg |
1 O MOU, Currently have Dell equipment and desire to continue with Dell, 10 eRei (DONTIED (IOmuilED
Supplier: Wirginis Info T Agene Ten standard Motebook Computers ta support additional staff. This is an incremental add
Contact: 110 South Seventh Strest to agency MOU. Currently have Dell equipment and desire to continue with Dell.

Cornmodity Code: Computers, Motehook computers (NIGP 204541

Contract Number:

Bill To: Staunton Correctional Center

Small Business: | ol
Minority Owned Business: [

Waman Owned Business: |~

Total Cast: §0,00000USD

‘ Shipping - Entire Requisition

Ship To: Staunton Correctional Center
Deliver To: Sandra GillBuyer
Meed-by Date: 7 [Mon, 31 Jul, 2006 [

Comments - Entire Requisition -

e At Checkout do a final review and edit of the transaction as required.

¢ Immediately below the section of the Checkout page shown above there is a
comments box as well as the capability to add attachments.

e Itis suggested that you click on the Approval Flow box and see who will be required
to approve this requisition.

15



Approval flow for In-scope order on two screens:

e This is a picture of the workflow created for this requisition. This information should
be reviewed before submission of the order.

e The approvers in ovals are the IT approvers added to the workflow by selection of the
“V” PO Category.

e The approvals in the rectangle are the standard approval flow for this agency.
Click Submit to start the requisition in the workflow. Upon completion of the final
approval, the order will be sent to VITA or NG for processing. VITA will submit an
order to the supplier and will bill the agency. VITA will pay the supplier and the
agency will pay VITA. NG will process the order and have goods or services
delivered to the agency. NG will bill VITA and VITA will bill the agency.

16



PO Printing Requirement: Approval flow for non-registered eVA vendor or
registered vendor that is not signed up for receiving electronic orders

The last role in the above workflow is for PO Print. This role is used to inform you
that this is not an electronic enabled vendor and that you must print the order and
send it to the vendor.

At this stage you are just seeing what the workflow indicates will happen. After you
submit the requisition it will go through the approval process and return to the person
defined for this approval.

The PO Print approver must approve the order and then wait for the requisition status
to change to Ordered (approximately 15 minutes). When the status has changed to
Ordered, go in and open the order (EPxxx) and print and fax/mail to the vendor.

17



Approval Process:

To login go to www.eva.state.va.us

Eile  Edit  Wiew  Favortes  Iooks  Help

dBack -~ = - @D [#) 3 | ERSearch  [iiFavories  C@History | h- o§ [l - ] gh
Address [£7 hitn Jivwe eva,state, va,us! =] g |[Lnks >
r TR Nowwr The TG erdars MRRUaT SorTalng Trponant changes Fead e

ck

watch ava Grow
DPS Website APSPM Manual VA Order Terms

Learn About eva vendaors Manual vendor Registration
Trainin - - g
a vandar Registration Guidalinas o (o L

State Contracts

-
= Lacal Govt. Sigr-up
- Solicitations & Awards
-

UNSPSC Codes

DGS Future Business Oppartunities

Procursment Dire ava Dashboard 7.200 Users

Reparts List mare Buyer/vendor info

Custamar cara
OEG- 2097 367

Pamavord | 1

Login

passard | J VITA T it
== ransitian

WITA Guide fer T Faauisitiane
EBEATE SyA Bunals rsntal Training
e vy v ey

etz sk b Y =TT =TT

v 23, 30 Virginia Axsociation of
= Fall wanfarance in
i e £uilie. v
Dt

| Briva tat b1 Help | Site tap | AT £ Training | Ereec £ nf i

[ [ Trkernet
£ Sirix Program Neiw, . | [& 7 eva nome page —... [B8] Microsort Excel - W | PR G S ) S ziaem

&3
i star ||| G @ =53 ||

Inbox - Micrasart ... | B8] Larae Aasncy Hand.

e Enter your assigned user name and password.

| Gl Edt view Favorkes ook il [
[t - = - @ G| @eerh _(ravortes_dreior | - &b 9l - = &

| Aderass [@1 herps: fibuys-wn-02 buysense. com/index. 15p

Auoust z6. 2004 - 211z PM

@@

eVA Channels
3 HawsArshive
€3

The Commonwealth of Virginia Vendors Manual contains important
changes Supelia Al
Buvan EAGS
The Cammonwealth of Virginia Vendors Manual contains important changes B
effective 52304, Al changes are contained in the updated Vendors Manual on the
website. Cansult the "endars Manual Changes” dacurment far a listing of revisions R
mada within the manual since its 1998 publication. Road More 3 Leam Aboutsva
€3 mtae contacs
Becent Articles £ Dotine B
Jocrch takes & major stap 1 /1872004 0200 AR =
| assign a web browser in Eudora (Macintosh)? :2:2009 13100 AM e
Select 17 has baen telassed s/ra0oa s an €3 svac s

Mlswihe svA Mesting

A news

Shop Now

@7 cone [ [ 6@ inkerner
i stare ||| L @ || ] inbax - microsort ... | B Laran Agency Hard, .| & citrix Program el .. | [ aovanmace proc.. | [BE] Merasott Excal -0 AN {ma[eTL-™

2nzPm
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http://www.eva.state.va.us/

iba Buyer - Microsoft Internet Explorer

Eile Edit Wiew Favorites Took Help |

D=k - () - \ﬂ |E"| 7h|/__)Search \;n:(Favuntes {‘,}‘ 2~ :'f - K
- -

FReann

Uysense . comBuyerMain/awFaws

Preferences Toggle Tips Toggle Currency
~ To Do

ADDrove Requests 1
watch Requests o

Approve O~ O Receive

~ Status
Composing 1
Submitted 1
Approved S48
Denisd o

Status ()

& Explore
~ Create
Eequisition
Create
= Explore
Searches Henderson, Renita last visit 2/25/2005 2:51 PM. e¥A

Catalogs
Folders Return to Portal
~ Report
Beports

System News

WELCOME eVA Buyer!
~ Receive

Purchase Orders Mew eMALL made SIMPLE!

< Reconcile Changes have been made to the emall to streamline your
cwa ordering process! Click here ta learn what's differsnt

and new and how it will help rou

bttpe At ev s state wa.usflearn-about-evasg-1 -emall-

notes.htm

=1
&] Done [ [ & |4 mneernet
@istart| | & (O] 5o (=] 7 | (O] inbox - Microsof 0. | ] eva supplemental ... | B =va Supplementsl .. |[£] ariba Buyer - Mic.. | & |§|| , |pesktop 7 [ D] W@ 409 Pm

¢ Inthis instance there is only one requisition for approval as shown under the To Do
heading.
e Click the Approve button to open the approval in box.

Eile  Edit Links

Fal | 0 sl €5 | - A wiew  Favorites address [@] herps:jfbuys-wwan-14.buysense > | Go

Q- ©-[= (=
eVA

Preferences Toggle Tips Toggle Currency

= Approve Approve Requests
Approve Reguests 1
¥ou are included in the approval flow for these requests, and vou are required to approve or deny thermn. To review a summary of 5
watch Requests o request before taking action, click the request's ID or titls.

How To Screen Details

ou ha e awaiting your approval.
- o€ B Reguester Status Title Total
8 Ezﬂazrwr“ Submitted Larry's Training Material Test $6,885.00000US0
«
4 L

Hendersan, Renits last visit 2/25/2005 2:51 PM. WA Nodes 1996 — 2003 Ariba Inc.

& TS e e

e The requisition could be approved from here. However, this should not be done since
the requisition detail has not been reviewed.

e Click on the PR number to open the requisition for review.
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= Approve Approval Summary

ﬂﬂﬂﬂﬂﬂﬂ Review the request and then approve, deny, ar edit it. To view request details, click the request 10, To review ather pending requests,
W= L EPT = solact & spacifie request frarm the pUll-down Tist, or click an arrow to display the Previous or ne=t Fequest

each $2,295.00000USC  $8,585.00000US0

Dell Natebaak for Directar

Fiae
[appraval Flaw
LomomeEl = rending B Active B Approved Bl cenied [ watcher |
Fenita (A28 UITa-Tach) [ Aaza-mso viewer | A ZA-ATTR ALBE-SCM Approver
= [ 1 (0
&1 T & [e tnternet

e At this screen you can review each line item on the requisition.
¢ Inaddition, you are shown the workflow for this requisition.
e Click on the requisition number to open the requisition for additional review.

- B R e e N R

= Approve PR744273 - Larry's Training Material Test
Meeds approyval 1 . . . .
Review the request details and then taks the appropriate action; for exampls, depending on the request status, you can approve, deny,
edit, submit, receive, invaice, open, or close the requp

How To Screen Details

Eac
[ summar ¥ S Appraval Flaw % Orders * Receipts
Larry's Training Material Test
=
rhendersiood
azz
zoos
PO Categary: wR1
send ALL iterns to eProcurement: |
Line 1tems
No. Type SR Solicit Description Oty Unit Price

T Dell Notebook for Director = =ach $2,295.00000USD  $65,885.00000UG0
Dell Notebook for Director

ropUters

330-DELL
0 Technologies Agency - E136

Tetal Cost: $6,885.00000USD

[shipping - Entire Reauisition -

e You must click Edit if you need to change the requisition. You can edit only if you
have been given Edit Approval authority in your eVA personal user profile.

o Verify that the Pcard block has been unchecked. Edit and remove if it has been
checked.

e Verify that a “V” PO Category has been selected. Edit and change if the “V” code
has not been selected.

o Verify that the eProcurement block is not checked. Edit and remove if it is
checked.
Verify the technical details of the order and edit as appropriate.

e Changes to the requisition will start the approval process over.
Click on Detail to review the remainder of the requisition.
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& DD P B S

Toggle Currency

Preferences Toggle Tips

Requisition Details: View Line ltem

FR744273: Larry's Training Material Test
Items: 1 Total: $5,885.00000USD

Review ling itern details, such as accounting and shipping information,

How To Screen Details

Line Item Details

- Mo 1
g Description: Dell Motebook for Directer
Supplier Part Number: Dell-12345

supplier auxiliary Part 1D:

Guantity 3

Unit of Measure: each

Price: %2,295.00000U50D

Commaodity Code: Computers, Notehook computers

Supplier: Dell Mon-Catalon

Contact: Dall Marketing -Man-Catalog fod
Contract #: W A-040330-DELL

srmall Business: —

Minarity Business: —

wornan Owned Business: [

MIGP CommaodityCode

Bill To: Wirginia Information Technologies Agency - E136
Additional Data:

Accounting - by Line Item

Fund Detail

Program/Sub-Program: s0z0s

- @R AEE BB S

= | & - o |

woman Owned Business: [ o

MIGP CommodityCode:

Bill To: Wirginia Information Technologies &aency - E156
Additional Data:

Accounting - by Line Item

Fund Detail: o100
Frogram/Sub-Program: s0z204
Sub Object: zeiz
Cost Center: 285
Project: BE015
WITA Agency Use: 4z3

Grant:

Shipping - by Line Item

Ship To: Dept of Historic Resources-Admin Services

Deliver To: Renita Henderson

Meed-by Date: ? Fri, 11 Mar, 2005

[comments - by Line Item

Add Comment

Henderson, Renita last visit 2/28/2005 6:17 AM. eUA Nodes

1996 - 2003 Ariba Inc.

e Review and edit as appropriate.
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< e e - W - e e v

1
Add Tteme
El vvarning
Sheckoue
Thiz request has oenerate A warninos; review & he warninas.
« O The changes you've made to this request req it to be - ted v with

e When an edited requisition is saved, the above message will appear indicating that the
workflow will re-start because of the edit of the requisition. Since the requisition has
changed it is appropriate that previous approvers review and approve again. (This
example is assumed to be the edit of the Tech Configuration approver.)

¢ Click the Save button again and the requisition will go back through the approval
workflow.

-+ - PR A B-SEH-E

Toggle Tips Toggle Currenc ¥
Approve Confirmation
Confirmn you are approving the request. To mowve approved items out of your To Do list, archive the document to the deFauIt archi ve
Iterns folder or select another folder, See the online help for inforrmation about the partition to which the docurnent o
How To Screen Deta\ls

You chose to approve PR744273.

q ¥ archive itemis) to falder: [Archive Items =

1

Henderson, Renits last visit 2/25/2005 10:40 AM. eWa Noded 1596 - 2003 Ariba Inc.

e Click OK to confirm approval.
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Receiving Orders

Infrastructure Goods and Services: Receiving for all IT infrastructure goods and
services orders must be accomplished in eVA. When an order reaches the Ordered status,
a receiving document is created and placed in the receiving in-box of the person
designated to do the receiving. If the agency is set up for Desktop Receiving the shell will
be available to the person who initiated the order. If the agency is set up for Central
Receiving, the receiving must be done by the person or persons given the receiving role.
Non-infrastructure IT Goods and Services: These services will be ordered from a
commercial supplier and Billed To the agency. Therefore, VITA does not require
receiving in eVA for these items.

| | 5 | | ] (<
I

reh [ Favorites i @History | L o 10] ~ 1]

slEmail | Web Search -]

=] w¥ae |[Lnks >

= =]

[ ouickLine
- APSPM Manual - VA Order Terms
= vendors Manual = Vendor Registration
* Local Govt, Sign-Up * Vendor Registration Guidelines
- State Contracts = Solicitations & Awards

= DGS Future Business

= User Guides Opportunitias

= Procurament = mora Buyar/Vendor Info...

[ [ inkernet
[ P oM S e ss0rm

=3
B stare || oo @ eSa || B anbor - Microsort cution. .

E)avAramaraga- e

Go to www.eva.virginia.gov

Enter your Userid and password and click login.

Do not allow Windows to save your password.

Answer “yes” to the question about going to a secure site.
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http://www.eva.virginia/

o Edi View

B | ) = T Ll (e <]
I

vorites  Tools  Help

deBack ~ = - @D (2] G| Qsearch [adFavorites (Bristory | BN Cp B - =]
Addrmzs €] hitps: fbuys-wen-02, buysense. comfinde < isp =] a0 |[unks

Jpeopierc ~ |Z] My Account | JHelp & Info =X |Email ‘ Web Search (=]

welcome Moore, Tim July 27, 2004 - 316 P

I
I
J

e (VA Knowledge Center @ L]

eVA Channels
PIM 98-016 is released with changes effective 7-16-04.

FIM 98-016 is released with changes effective 7-15-04. The FIM
and related changes are incarporated into chaptars and are
found at hitp /A eva, state va,us/aspm-manual/aspm

manual htm

The updated APSPM-AIl document containing the entire
sarchable manual will be uploadad ta the website soan

S h (0] p Read More

NOW Recent Articles g ESnE

3 2004 Virginia Public Procurement Act Now Avallable e
172004 2:47:00 PM
a eVA Business Plan, Effective July 1,
2004. 5162004 11:22:00 AM

@ CONTRACT REPORTING AVAILABLE IN eVA &/16/2004
02400 Ap

P rMore ey News

EBGECBEEE0B

Wi the 8V

News Archive | Suppliers FAQs | Buyers FAQs | DPS Website | Buyers | Vendors | Learn about eVA
aVA KC A | State Contracts | On-Line Bids | Award Notices

=

19 PM

i stare ||| G @ 550 || Fpoc - merasort outiook .| [ apvantace procaren | B8] bocuments - terosort .

e At this screen click Shop Now on the left navigation bar.

T = T«

Preferences Togagle Tips Toggle Currency

~ To Do
Approve Reguests S8
watch Reguests

~ Status
Composing s0
Submitted z
Approved z98
Denied 1

Status

O Explore

~ Create

Create O

Bequisition

Company eForm
~ Explore testpS, uat last visit 2/28/2005 11:09 aM, ewa

Searches

Catalogs Return to Portal
Folders

System News |

= Report
Reports
~ Receive Mew eMALL rmade SIMPLE!

WELCOME ewA Buyer!

Fupetase Doz Changes have been made to the emall to streamline your

eWA ordering process! Click here to learn what's diffsrsnt

~ Reconcile and new and how it will help Yo

http:/fwwew . eva state wa.usflearn-about-eva/&-1-emall-
notes.hrn

testnS. ust last visit 2/28/2005 11:05 AM. eV NodeS @ 1396 — 2003 Ariba Inc. =2

e Click on the Receive button.
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-2 - QR A|IABDI RD-SE-E

Toggle Tips Toggle Currency

Preferences

Select Order

Select feceint Bl select Order - Search

Receive

ype of request to recer nter search criteria if available, and search to find requests that match your criteris. To select a

est, click the 10

Additional Info
How To Screen Details

Summary

Advanced  Back to Select Order

[order 1D =] [EPz00S71

ch Results

Enter search criteris above

testpS, uat last visit 2/28/2005 11:09 AM, eVA NodeS 1996 - 2003 Ariba Inc.

o Enter the order number (EP) that you wish to receive and click search.

W DB P 5SS

Preferences Toggle Tips Toggle Currency

Select Order Receipt RC201335: EP200EFL - Dell Test - 0L-20-200% ¥ :I
Select Receipt El Receive ltems
Receive

Enter the armount or quantity you are sccepting or rejecting, and include the receipt date. When entering rejection details, explain yaur
reason for rejection in comments. When verifying a milestane, indicate whether or not the milestons is complets. If the milestone will not

Additional Info be completed, explain the reason in comments
How To Screen Details
Summary
P BLEEEPE BIL| - -~ - <ol
l
Line Items - Quantity Receiving Needed
No. Duantity Description Unit Prew. Accepted #Accepted Reiected Date Received
Latitude D&00;IntelREG PentiumRES M
1 a4 Processor 725 (1.60GHz) w/ 14.1in XG& each 0O [o] o [roday [s::4]
Display
Order 1D EP200671
Order Title: Dell Test - 01-20-2005
Supplier: Dell
Contact: Dell - UAT Testing Do NOT modif

Header Cross Reference:

Close Order: 7 ~ ves & Mo
Date: Today, 1:59 FM =
Processing Status: Receiving

Comments - Entire Receipt

Cemments: =]

e The receiving document will open.

o If the entire order has been received, you can click “Accept All” at the top or you can
type in the quantity received in the Accepted box.

o If you are receiving/accepting less than the full order quantity, type in the actual
quantity received.
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e The Date Received is defaulted to the current date. This date should be changed to
reflect the actual date received by clicking on the calendar and selecting the received
date.

e Note that the default on the Close Order is “No.” If you do a partial receipt by
entering a quantity of less than the quantity ordered or not receiving all lines, the
system will create another receipt document for the remaining quantity and put it in
the Receive folder.

e If you receive less than the full quantity and the remaining items will not be provided
by the vendor, Close Order should be changed to “Yes.” In this circumstance the
system will not create another receiving document.

e After completing all entries, click the Submit button at the bottom of the screen.

S N e - e s e N R |

veu sucesssfully racalvad tha salactad itarms. Continus racaiving ar Faturn ta the harms pags

o In the previous receipt, two of the four items were received.
J Click on return to Home.
o Click on Receive again.

-+ -ERAQEVI B-SE-2

Preferences Toggle Tips
Select Order Exit

Select Receipt El Select Order - Search

Receive

Select the type of request to receive, enter search criteria if available, and search to find requests that match your criteria. To select a
additional Info request, click the 10,
How To Scresn Details

Summmary

[order 1o =] [EPz00671 Search]| Advanced  Back to Select Order

Search Results

Enter search criteria above

testps, uat last visit 2/28/2005 11:09 AM. eWA MNodes 1996 - 2003 Ariba Inc.

e Search for the same order again.
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-2 - PRala=E@3 B SHE-E

Preferences Toggle Tips Toggle Currency

Selleer EraEke Receipt RC201335: EP200671 - Dell Test - 01-20-2005 v | [Mext = |
Select Recsint E] Receive ltems
e Enter the amount or quantity you are accepting or rejecting, and include the receipt date. When entering rejection details, explain your
resson for rejsction in comrnents, When verifying & milestone, indicate whether or not the milestons is complets. If the milestone will not
Additional Info be completed, explain the reason in comments.
How To Screesn Details
Summary

Line Items - Quantity Receiving Needed

No. Quantity Description Unit Prewv. Accept Accepted\Rejected Date Received
Latitude DEO00;IMtelREG PentiurmREG M
1 4 Processar 725 (1.60GHz) w/ 14.1in XGA each 0 El [raday =
Display
Order 1D: EP200671
Order Title: Dell Test - 01-20-2005
Supplier: Dell
Contact: Dell - UAT Testing Do NOT modif

Header Cross Reference:

Close Order: 7 " es {5 Mo
Date: Today, 1:59 PM e
Frocessing Status: Receiving

Comments - Entire Receipt

Comments: =]

= S

e Note that a new shell is found with a quantity of two previously received.
e An additional quantity is received.

Re-open Order for Receiving to Create a Change Order: An order that has been fully
received or has been closed for receiving must be re-opened for receiving before a change
order can be created.

- e - e e N e

Select order
Select Receint

EN Select Order - Search
Recsive

Select the ty) rEquest to FEEmNGE, enter search criteria if available, and search to find requests that match vour criteria, To select a
Additional Iofa request, ol the 10,

How To Scresn Details
Surmmary

[Sraer o Wﬁn Search] Advanced  Back to Select order
«

Search Results

Erter semrch criters aboue

15 11:09 AM. VA NodeS 4 1996 — 2003 Ariba Inc.

¢ Inthe previous steps we created two receipts for EP200671 to fully receive the order.
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e There may be occasions when you need to re-open a closed order for additional
receiving or you need to do a change order to add additional items to the original
order.

e An order that has receiving closed can’t be changed without re opening for receiving.

e To reopen, go to Shop Now, Click the Receive button, enter the order number and
click on Search.

- R - e e N

cox ' 1o Currency
EFZO00871: Dell Test - 01-20-z008 (= prov [l c i |
EJ sSelect Recei

ERF ©

T can enter racaipt details for order and contract items Gp@lding sontract milSsgones),
b azzaciated receipt

Recpan ordar

Date Soteert
Coall Tast - 01-20-2008 Tadsy, 1:59 PM Approved
Gl Test - 01-20-2005 Taday, Zioa P Approved

EPzooe7l

Dell Test - 01-z0-z00S
Ll
Croll - UAT Testing Do MOT modif

pige
2ona

ROL

¢ Note that the order is closed to receiving.
¢ Click on the Reopen Order button.

-+ -RANDAEFT I E-SH-EH

Preferences Toggle Tips Toggle Currency

Seloe: Ereker Receipt RC201911: EPZ00671 - Dell Test - 01-20-200%5
Select Receint E] Receive Items
Receive

Entsr the amount or quantity you are accepting or rejscting, and include the receipt date. When entering rejection details, explain your
) reason for rejsction in comments. When verifying a milestane, indicate whether or not the milestons is complete, If the milestane will not
Additional Info be completed, explain the reason in comments.

How To Scresn Details

Summary

Line Items - Quantity Fully Received

No. Quantity Description Unit Prew. Acceptdd Accepted Rejected \Date Received
14 Frocessor 725 (1.60GHE) wf 14.1in HOA cach 4 — [fodas =
Display
order 1D: EF200671
order Title: Dell Test - 01-20-2005
Supplier: Dell
Contact: Cell - UAT Testing Do NOT madif

Header Cross Reference:

Clase Order: 7 @ ves " No
Date: Today, 2:12 PM =
Processing Status: Receiving

Comments - Entire Receipt

Cormments: =]

| - =

e The system opens a new receipt for additional receiving showing the ordered quantity
fully received.
e Click Exit.
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I Nt )

Preferences Toggle Tips Toggle Currency
Confirm Exit

Tou have asked to exit a request you are editing. Select an action to take with this request.

YourEre in the procest~qf editing RS201911 - Recsipt for EP200671, Choose what you would like to do next.

Save this request

How To Screen Details

g on this request
1 = Erint a copy of this request

testpS, uat last visit 2/28/2005 11:09 AM. eUA MNodeS 15996 - 2003 Ariba Inc.

o Click the Save button to save the receipt for subsequent receiving.
e Return to the Home page.

e Click on Status.

E-2-0RAQAE9 B-SE-2

Toggle Currency

Preferences Togagle Tips

7 Status Status
Composing il
Click a request's [D or title to view request details. You can click check boxes to select one or more requests and then take an
Submitted appropriate action; for example, move selected requests to a folder.
Appraved 298 How To Screen Details
Denied 1
Show all 351 Requests in progress: 351 4 Page |4 »
[T Type ID Date Created Status Title Total
" r PR202426 Tue, 25 Jan, 2005 Caomposing Golf Clubs $2,500.00000U5D
a |L PRZ0Z475 Mon, 24 1an, 2005 Composing Copy of Copy to POB-Larry $32,500.00000US0
IJ' PRZ202424 Mon, 24 Jan, 2005 Ordering  Copy to POB-Larry $32,500.00000U50
lL PRZ0241< Sun, 23 Jan, 2005 Received Copy of Equipment $35,750.00000US0
|L PRZ0Z415 Sun, 23 Jan, 2005 Ordering Equipment $35,750.00000US0
'L PRz02412 Sun, 23 Jan, 2005 Ordering Untitled Reguisition $10.00000USD
IJ. 00:QQ000631 AWDI123 Sat, 22 Jan, 2005 Submitted  test $41,4680.00000USD
IJ' D00O000E31 AWD1ZZ Sat, 22 Jan, 2005 Ordered test $41,480.00000US0
IJ' PR202392 Fri, 21 Jan, 2005  Composing Untitled Requisition $375.000000S0D
IJ. Thu, 20 Jan, 2005 Crdered Dell Test #2 - 01-20-2005 A0000USD
02344 Thu, 20 Jan, 2005 Receiving Dell Test - 01-20-2005 ij
IL QOiQoD01se1 AWD120 Wed, 19 Jan, 2005 Composing ST 1467 $300,00000U50
IJ. PRZ0OZZ60 Wed, 19 Jan, 2005 Ordering Untitled Requisition $999.000000US0
'L PRZ02227 Tue, 18 Jan, 2005 Ordering swarn test - 1-19-05 $30.00000USD
]

Move to Folder: | Archive Items 'I

testp5, uat last visit 2/28/2005 11:09 AM. eWA Nodes @ 1996 - 2003 Ariba Inc.

¢ Note that the order is now back in a receiving status.
e Click on PR202344.
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-2 - PR A AEBIEB-SE-E

Toggle Currency

Preferences Toggle Tips

= status PR202344 - Dell Test - 01-20-2005

Composing s0

Review the request details and then take the appropriate ags

TFor example;
Subrmitted 2z edit, submit, receive, invoice, open, or closs the reques

ending on the request status, you can spprove, deny,

Approved 295 How To Screen Details
Denied 1 Back to Status
Shaw &l 351

g Js.Jmmary\ Approval Flaw . Orders  Receipty  History '\

Title: Dell Test - ON-20-2005
Use PCard: -

PCard number: UtestpS0011

Entity Code: Piza

Fiscal Year: 2004

PO Category: RO1

Header Cross Reference:

ERP Requisition Mumber: test 2

Do not send any itemns to eProcurement: [

Send ALL items to eProcurement: -

Line Items Hide Details
No. Type Solicit Order Description Oty Unit Price Amount Action
1 s EPZ00671 W‘M a each $1,715.97000USD $6,363.68000US0 | Gatall
Supplier: Dell Latitude DE00;IntelREG PentiumREG M Processor 725 (1.60GHz) w/
Contact: Cell - UAT Testing Do NOT maodif 14.1in KGA Display

Commedity Code: Cornputers, Notebook computers
Contract Murnber:

Bill To: P194- DPS Mail Room

small Business:

Minarity Owned Business: [

wioman Owned Business: [

Total Cost: $6,863.88000USD -

Note that the order now has the Change Order button.
e Click Change to do a Change Order.

You may now add items and you can make some edits to the fully received item.
You are not able to delete any fully received item on the order.
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